@
Objects

Deleting documents and folders and
an SAP company

categories

Procedure

1. Start the transaction using the menu path or transaction code.

Home Page of InfoView

Go directly to: InfoView

Docurment List

Iy Faworites

Iy Inbioze

My Preferences

Information OnDemand Services

O E D E

Help

2. Click the Document Listobject. object.
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Deleting documents and folders and
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categories an SAP company
Listing
f | @ | New » 4dd - | Organize » | Actions ~ Search title ~ | | £ [ Jaf1

Title “ Last Run
Documents for Review

Samples
Travel Expenses
Travel Expense Report
#|  Employee Sales
¥ Geographic Sales Repaort
¥ Interactive Analysis
This sample document shows sorme
My Il isw

@ Shortout to Drilldown

¥ world Sales Report (1)
Top 5 Countries' Sales with pie chart

4

Type
Folder

Folder

Folder

Crystal Report

Crystal Report

\eb Intelligence Repart

My Infoview

Shortut

Crystal Report

Owner

user

user

user

user

user

user

user

user

user

| 2

3. Click the Employee Sales object.

In this example, you will delete documents, folders, and categories.

Total: 9 ohjects
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an SAP company

Listing
E B 2 | Mew - add - | Organize|-|| Actions - Search title - |
= Al Title *
3 (= Iy Favorites [ Documents for Review
< o
B [ public Folders [ samples

[ Travel Expenses

Travel Expense Report

¥ Geographic Sales Report
C ¥ Interactive Analysis
This sample document shows sorme
EE My Infoview

@ Shortout to Drilldown

¥ World Sales Report (13
Top 5 Countries' Sales with pie chart

4

Last Run

|2 W 4 _Jof1 » M

Type
Folder

Folder

Folder

Owner Instan

user

user

Crystal Report user a
\web Intelligence Report user a
My Infoview user
Shortout user
Crystal Report user a

| 2

4. Click Organize.
5. Click Delete.

6. Click OK.

Y ou will be prompted to confirm the action.

Total: 9 objects

Copyright 2008 Business Objects SA. All rights reserved.

30of7



@

Deleting documents and folders and Objects
categories an SAP company
Listing
f | 2 | New - Add - | Organize - | actions - Search title = | Vel of 1
Title = Last Run 7 Type Owner Instances
Docurnents for Review Folder user
& I Public Folders Sarnples Folder user
Travel Expenses Folder user
Travel Expense Report
¥ Geographic Sales Repaort Crystal Report user u]
¥ Interactive Analysis Wweb Intelligence Repc user u]
This sample docurment shows sar
My Irfoyisw My Irfoyisw user
@ Shortout to Drilldown Shortout user
¥ wWorld Sales Report (1) Crystal Report user u]

Top 5 Countries' Sales with pie ck

4« |
Total: 8 ohjects

7. Click the + button before the My Favorites tree item.

The document has been deleted from InfoView.

8. Click the Samples object.
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Listing

f B 2 | Mew - add - | Organize|-|| actiong - Search title - | el [ Jof1

B All Title = Last Run 7 Type Owner Instances
E‘ My Favorites ¥ Employes Sales Crystal Report user a
Documents far Review
! ¥ World Sales Report (1) Crystal Report user a

Travel Expenses
“ & Tnbax
& [ Public Folders

Top 5 Countries' Sales with pie ck

4

| b

Total: 2 objects

9. Click the Organizedrop-down menu.

10. Click Delete.

Caution:When you delete afolder, you also delete the contents of the folder. If you want to delete afolder,
but not the contents within it, move the contents to another folder first.

11. Click OK.
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Deleting documents and folders and Objects
categories an SAP company
Listing
f@ & | New = Add - | Organize ~ | Actions ~ Search title ~ | | £ of 1
B All Title = Last Run 7 Type Owner Instances
- Docurnents for Review Folder user
Documents far Review
Travel Expenses Travel Expenses Folder user
E Inbo Travel Expense Report
B 20 puhlic Folders ¥ Geographic Sales Repaort Crystal Report user o]
¥ Interactive Analysis \Wweb Intelligence Repc user u]
This sample docurment shows sar
My Il isw My Irfoyisw user
@ Shortout to Drilldown Shortout user
¥ World Sales Report (1) Crystal Report user u]

Top 5 Countries' Sales with pie ck

4« |
Total: 7 objects

12. Glick Show Categories%.

Deleting categoriesis similar to deleting folders.

13. Click the + button before the Cor por ate Categor ieStree item.

14. Clickthe HR Reportsobject.
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categories an SAP company
Listing

[E&l] & | vew - add - | organize|-|| actions - Search title ~ [ el [ Jof1
Ié| all Title Last Run Type Dwner Instances

" F2 personal Categaries Mo itern o display
= B2 corporate Categories
& content Indexing Failures

& Excluded from Content Search

- B gales Reparts

Total: O objects
15. Click the Organize drop-down menu.

16. Click Delete.

Note: When you delete a category you will not del ete the documents assigned to that category. The category
will no longer exist, but the documents assigned to the category will still exist in the folder they residein.

Thisis because documents reside in folders and are only associated with categories as an additional method
of classification.

However, you can delete a document from InfoView while in the Category view, if you select the document
in the Workspace Panel and click the X button from the Workspace tool bar.

17. Click OK.
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